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REQTCST FOR R E C O R D S R E T E N T I O N S C H C U L E 
To be Submitted to the Records Management Division 

Hall of Records Commission 

SCHEDULE 
NO. 

PAGE 
NO. 

1 . Requesting Agency 

Ktsraatci eaovrt 
2. Division or Bureau of Requesting Agency 

8»giot«r of UUll 
3. Authorization Requested (Check only one of the squares below). 

•
Dispose of present accumulation. No 
odditional accumulation is antici

pated. Records have ceased to have value 
to warrant retention. 

B Establish retention schedule for re
cords for which there is a continuing 

accumulation. The records will cease to 
have volue to warrant their retention after 
the period of time indicated. 

•
Microfilm and destroy originals. 
Originals if not microfilmed would be 

retained for the period of time indicated. 

4. 
Item 
No. 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
IVVorks. 

jjmsismxm ACCOUNTDU RSCQROS 
CjaaaUtyi »3 OQ . f t . 
SlMi Variea* s izoc 
DitSat 1830 — 
TUa H t m l n i t CKronolosioal 
AmUii Stata Jadit 

C M flsasrtl /Uwwwntlim laaerda ara m y i N of th» foUovla^ 
c&Wgorloa of sapors wood as sapportlat daU to final book* of <mtrr 
whioh ara ponuaaa t l / rataiaodi 

Baaklax rooords, inoladlajr, w a l l s d ch»«k» imd Toueb»r« f 

shook Woks sad M stabs, dspaalt sl ips and b«sk 
dopoalt books, —salsa topss, sad work papsrs. 

Flnaneiol atataaaata (capias) saat to tha Csaatf OsaalsHamis, 
swssaaMag far Jadgas 4 sslsr taa aad a t t a r sifsadltaras 
sad foos saaaaatad a i th tha aporatlaaa af tha of flea. 

Msathly aad Jamal Isaarta (aspiao) saat to taa SUto Oaap-
t r a l l a r . 

Paid l i r rolMs sad b i l l s far sappllos, aad atbar parabaaaa 
far sff ias aaa. 

Assaipt asajasj aad tsaaipt books far faaa aad atbar papaaats 
aaUaatad by taa Hagistar. 

at* to fraaaarar 's fcsrraata. 

7. Agency, Division or Bureau Representative 

Signature T.tle 

/Schedule Authorized as Indicated in Col. 6 by Hall of 
Records Commission. 

Dote 

Disposal Authorized as Indicated in Col. 6 by Board of 
Public Works. 

Date Secretar 

» 



3UEST FOR RECORDS RETENTION S1 

(ContinuatLn Sheet) 
D U L E SCHEDULE . x ^ 

PAGE 
NO. * 

5. Description of Records 
Describe records accurately. Include title, form number, size of documents, 
work or activity to which the records relate, inclusive dates, and quantity 
(cubic or linear feet). Show recommended retention period. 

6. Recommendation 
of Hall of Records 
and Board of Public 
Works. . 

fimm and payroll, records ©f eoployees, including withholding 
font copies and State Retirement System forms (copies). 

as UTZOSs HETAIB FOR THESE TSARS OR UHTIL AOTXTCD, UHICfiSVER 
IS LATBH, THEH DBSTROX. 

OBiSRAL CORRSSPCMEeHCB 

Qaantityi 10 on. f t . 
Sleet Letter Sise "., 
reteet 18S0 — ."" 
File Arrangenentt By subject or name of correspondent 

The eorrespondeaoe f i les ere composed of routine oaasainica
tions and papers with individuals, attorneys, and State and County 
agencies, uhieh are not of sufficient importsnoe to be included in 
the Estate Papera. Paper* having continuing legal or administra
tive value to the operation of the office should be retained un t i l 
euoh value ceases. . ... . 

JUSCCKMSHBaTIGIIt RETAIN FOR THREE I&RS, THEH EESTROT. 


